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FOREWORD

The occupational analysis project was conducted by The Instructional Materials Laboratory,
Trade and Industrial Education, The Ohio State University in conjunction with the State
Department of Education, Division of Vocational Education pursuant to a grant from the U.S.
Office of Education.

The Occupational Analysis project was proposed and conducted to train vocational educators

in the techniques of making a comprehensive occupational analysis. Instructors were selected
from Agriculture, Business, Distributive,--1-tbini-Econornics, and Trade and Industrial Education
to gain experience in developing analysis documents for sixty-one different occupations. Repre-
sentatives from Business, Industry, Medicine, and Education were involved with the vocational

instructors in conducting the analysis process.

The project was conducted in three phases. Phase one involved th planning and development

of the project strategies. The analysis process was based on soun principles of learning and

behavior. Phase two was the identification, selection and orienta on of all participants. The

training and workshop sessions constituted the third phase. Two- ek 'workshops were held
during which teams of vocational instructors conducted an analysis of the occupations in which
they had e ployment experience. The instructors were assisted by both occupational consult-

ants and s bject matter specialists.

The prof t resulted in ,producing one hundred two trained vocational instructors capable of

condulting ting in a comprehensive analysis of various occupations. Occupational anal-

ysis data were generated for sixty-one occupations. The analysis inlcuded a statement of the
various tasks performed in each occupation. For each task the following items were identified:
tools and equipment; procedural knowledge; safety knowledge; concepts and skills of mathema:
tics, science and communication needed for successful performance in the occupation. The
analysis data provided a basis for generating instructional materials, course outlines, student
performance objectives, criterion measures, as well as identifying specific supporting skills and

knowledge in the academic subject areas.
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PREFACE

The follow:ng is an-analysis of an information receptionist. It must be pointed out that the
tasks and duties listed are performed by the majority.of information receptioniiii Some
information receptionists will perform all of these duties while others may perform only one
of the duties depending on the size and policy of the company. The tasks are listed in chrono-

logical order.

This position can be an entry level position which can be filled by someone who has completed

a general business program. A cheerful personality is as important to the success of this
position as the technical skills, since he/she is the first company representative the .public

meets. It is not intended that this be the basis for a complete Program.
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JOB DESCRIPTION

An information receptionist is the first company representative who greets visitors in theoffice
face-to-face. The duties of the information receptionist vary according.to organizational structure.

Such duties include greeting callers, answering questions about the company, sorting and

distributing incoming and, outgoing mail, handling the switchboards, keeping the petty cash, oeing

a hostess or tour guide, taking care of various reservations, reproducing materials, maintaining the
reception area, runningerrands, transcribing, filling in temporarily at other work stations, typing
assorted materials, and carrying out any oral or written instructions of the employer.
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Duty A

1

Handling Visitors

1 Greet, identify, and screen visitor
2 Make visitors feel comfortable
3 Announce visitor to employee
4 Maintain visitor book and issue visitor passed
5 Direct visitor to proper office or department
6 Answer visitor's questions
7 Keep calendar of appointments

11
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Duty B Performing Telephonle Duties

1 Answer incoming calls
2 Maintain telephone directories

i3 Place long distance calls and keep log
4 Verify telephone bill
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DUty D Typing Various Items

1 Arrange correspondence
2 Prepare forms
3 Prepare duplicating materials
4 Maintain typewriter
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Duty E Processing Mail

1 Process incoming mail
2 Process outgoing mail
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Duty F

,

1--

Accounting for Petty Cash\

1 Accounting for petty cash
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Duty G Making Reservations,

46

1 Keep up to date schedule books
2 Make and confirm travel reservations
3 Make and confirm rental car arrangements
4 Make and confirm hotel reservations .

5 Make and plan luncheons
6 Arrange private transportation

3b
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Duty H Being a Hostess

1 Maintain reception area
2 Serve refreshments
3 Conduct tours
4 Run errands
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1 Maintain and operate photocopy equipment
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STANDARD OFFICE SUPPLIES

The phrase "Standard Office Set-up" is used under each task listed in the column entitled
"Tools, Equipment, Materials and Objects Acted Upon"

The standard office set-up includes:
Desk
Chair
Waiting room
List of visitors expected
Telephone, telephone message- pad
Typewriter and supplies
Pens -

Papers

The phrase "Standard Typing Supplies" is also used quite frequently in the column entitled
"Tools, Equipment, Materials and Objects Acted Upon"

The standard typing supplies irciude:
Letterheads
Second sheets
Inter-office memos
Envelopes
Labels
Carbon paper
Forms
Typing eraser
Correcto-type
Pencil eraser
Shield .

chalk
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